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Introduction 
As an enterprise solution, GigNow relies on collecting the largest possible talent pool. GigNow 
works with sourcing agencies to capture specific talent. The GigNow product team has built 
many tools and functions for sourcing agencies and recruiters to seamlessly work together on 
the platform. 
 
As a Sourcing Agency, Why Use GigNow? 
There are several benefits of using GigNow as a sourcing agency. 
 
Candidate Organization and Notifications 
GigNow allows sourcing agencies to submit candidates directly to the application. GigNow also 
provides instant updates on candidate progress within their application, and pushes constant 
email notifications. Candidates are also organized neatly in one place, allowing agencies to keep 
track of which candidates have already been submitted. 
 
Accurate Candidate Source Tracking 
Sourcing agencies are automatically tagged attached to accepted candidates, providing them 
with full credit for candidates hired. 
 
Powerful Analytics 
Data on candidate accept rate, offer rate, response time and other KPIs are readily available, 
and data collection is automatically updated. 

Functionality Overview 
The GigNow team has built many helpful functionalities within the GigNow app to better 
streamline the process between sourcing agencies and recruiters. 
 
Recruiter Agency Selection 
GigNow allows recruiters to select only relevant sourcing agencies, providing focused hiring 
goals. 
 
Submit Candidates Directly to GigNow 
GigNow allows agencies to submit candidates directly to the platform. This eliminates the 
complicated overhead and 3rd party communications required for referring candidates. 
 
Instant Email Notifications 
Recruiters are notified immediately when agencies submit candidates. 
 
Avoid Candidate Duplicates 
GigNow automatically detects duplicate candidate profiles, and suggests removals accordingly. 
 



Faster Contractor Hiring 
GigNow has proven to drastically shorten the contractor hiring process, allowing agencies to be 
credited sooner for referring candidates.  

Detailed Instructions 
This guide provides the end-to-end instructions for how to manage sourcing agencies and 
incoming candidates. 
 
Add Sourcing Agency 
To add a sourcing agency to a job req, first navigate to the job req. 

 
 
Add a sourcing agency to a job req by clicking on the  icon. (the icon expands when hovered.) 

 
 
Select an agency to add from the drop down list. If the agency is not on the drop down list, 
please contact your GigNow admin to add the agency to the GigNow system. 



 
 
A notification message indicates that the agency has been added. Navigate to the Agency tab to 
view added agencies. 

 
 
Resend Referral Email 
Agencies may occasionally be inactive or unresponsive. Recruiters can remind agencies to view 
job reqs by resending invitation emails. 
 
Navigate to the Agency tab within a job req, and click Resend Agency Email to resend an email 
to the agency. 



 
 
Withdraw Agency Referral 
Agency access to the job req can be easily revoked by withdrawing their referral. 
 
Navigate to the Agency tab within a job req, and click on the  icon. 

 
 
Click on Withdraw Referral to withdraw the agency from the job req. 



 
 
Email Notification: Agency Candidate Added  
Each time an agency submits a candidate, the job req owner receives an email notification. 

 
 
Clicking View Candidate leads to the Agency tab within the job req, and displays new submitted 
candidates. 



 
 
Viewing Candidates 
Each submitted candidate has a summary available. This summary provides basic information 
about the candidate: 

• Location 
• Phone number 
• Email 
• LinkedIn profile 
• Pay rate 

 
 
In addition, recruiters can access notes provided by the sourcing agency by clicking on the  
icon. 



 
 
Reviewing Duplicates 
GigNow automatically detects and suggests duplicate candidates for agency candidate 
submissions. Recruiters should perform a quick search within the GigNow platform to verify if 
the duplicate candidate exists. 
 
Agencies are not credited for duplicate candidate submissions. In other words, agencies do 
not receive credit for submitting candidates that already exist within the GigNow database, 
unless they previously sourced the candidate in the past. 
 
Please refer to the following section, Accepting/Rejecting Candidates, to learn more about how 
to handle duplicate candidates. 



 
 
Accepting/Rejecting Candidates 
Click on Select Status to change the status of the candidate. 



 
 
Typically, recruiters can either Accept or Reject new candidates that are not part of the GigNow 
system.  
 
If a recruiter Accepts a candidate… 

• GigNow creates a profile for the candidate. 
• The candidate is matched the job req. 
• Agencies are updated of the candidate status via email, and are credited for referring 

the candidate. 
 
If a recruiter Rejects a candidate… 

• A profile is NOT be created for the candidate. 
• Agencies are updated of the candidate status via email, and are NOT credited for 

referring the candidate. 
 
Candidates that are duplicates could already exist within GigNow. Recruiters should run a quick 
search through the GigNow talent pool to verify if a valid duplicate exists. 
 
If the candidate already exists within GigNow… 
If the candidate source matches the sourcing agency, recruiters should select Accept as 
existing. 



• A profile is NOT be created for the candidate. 
• The candidate is NOT matched the job req. Recruiters must manually match the 

candidate to the job req. 
• Agencies are updated of the candidate status via email, and are credited for referring 

the candidate. 
 
If the candidate source DOES NOT match the sourcing agency, recruiters should Reject the 
candidate. Recruiters can still manually match the candidate to the job req. (The agency is not 
credited if the candidate was not sourced from the agency.) 

Admin Instructions 
Only admins and region admins have the permissions to add sourcing agencies to GigNow. 
Please ensure that all information is correct and up to date. Existing agencies without email 
contact will be hidden to recruiters, so please update previously submitted agencies to reflect 
current information. 
 
To begin, navigate to the Admin Panel by clicking on Admin and Reports. 

 
 
 



Admin Panel: Agencies Tab 
Click the Contract Options tab on the left to navigate to contract options. 

 
 
Select the appropriate region in the drop down list. 

 
 
Sourcing Agencies are populated by default options. Please edit and add agencies according to 
region specifications. 
 
  



Add Sourcing Agency 
Add a sourcing agency by clicking the yellow Add. 

 
 
Input all the required fields. 

 
 
Click Submit to finish. 
 
  



Disable Agency 
Click the three dots and select the Disable option for the intended Agency. 

 
 
Changes will be applied immediately, and the interface will display the appropriate notification 
message. 

 
 
NOTE: All agency candidate referrals will be suspended if an agency is disabled. Proceed with 
caution. 
 
Edit Sourcing Agency 
Click the three dots and select the Edit option for the intended Agency. 



 
 
Fill the popup form with all required information. 

 
 
Click Submit to finish. 
 


